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RESOLUTION NO. 3399 

APPROVING AND ADOPTING JOB SPECIFICATIONS AND TITLES 
AS P R E P A R E D  AND SUBMITTED BY S T A T E  O F  CALIFORNIA 
PERSONNEL BOARD COOPERATIVE PERSONNEL SERVICES IN 
THAT CERTAIN R E P O R T  E N T I T L E D  "CITY O F  LODI L IMITED 
CLASSIFICATION STUDY, JUNE 1970,  I '  AND ADOPTING CLASS 
SPECIFICATIONS FOR F I R E  TRAINING O F F I C E R  AND PARKING 
ENFORCEMENT ASSISTANT. 

RESOLVED,  tha t  the  r e p o r t  of S t a t e  o i  Cal i fo rn i a  P e r s o n n e l  B o a r d  
Coope ra t i ve  P e r s o n n e l  S e r v i c e s  en t i t l ed ,  " Ci ty  of Lod i  L i m i t e d  C la s s i f i c a t i on  
S tudy .  June 1970,  " a copy of which i s  annexed  h e r e t o  and m a d e  a p a r t  he r eo f  
a s  if set f o r t h  in ful l  h e r e i n ,  with t h e  except ion  of the r e c o m m e n d a t i o n s  f o r  
t h e  c l a s s i f i c a t i ons  of R e c o r d s  Of f i c e r  and  Identif icat ion" r s b d r e b y  app roved  
and adopted  by the City Counci l  of t h e  Ci ty  of Lodi .  

( X I '  L C" 

F U R T H E R  RESOLVED,  t ha t  t he  j o b  c l a s s i f i c a t i ons  and  c l a s s i f i c a t i on  
t i t l e s  conta ined  in t he  s a id  r e p o r t ,  with t he  except ion  of R e c o r d s  Of f i c e r  a n d  
Ident i f ica t ion  O f f i c e r ,  are h e r e b y  app roved  and  adopted  a s  j o b  spec i f i c a t i ons  
and  c l a s s i f i c a t i on  t i t l e s  in t he  c l a s s i f i e d  pe r sonne l  s y s t e m  of t he  Ci ty  of 
L o d i  and s a i d  spec i f i c a t i ons  and t i t l e s  shall apply  as of Ju ly  1, 1970.  

FURTHER RESOLVED, tha t  t he  r e p o r t  of Coope ra t i ve  P e r s o n n e l  
S e r v i c e s ,  S t a t e  of Ca l i i o rn i a  P e r s o n n e l  B o a r d ,  en t i t l ed  " Ci ty  of Lod i  C i a s s i -  
f i c a t i on  and Salary Survey ,  S e p t e m b e r  1964,  I '  a s  a m e n d e d  a n d  adopted  by  
Reso lu t i on  No. 2788. be  and t he  same is h e r e b y  i u r t h e r  a m e n d e d  by t he  
adopt ing  o f  class spec i f ica t ions  f o r  " F i r e  T r a i n i n g  Off icer ' '  and  " P a r k i n g  
E n f o r c e m e n t  Ass i s t an t"  da ted  J u l y  1970 a t t a ched  h e r e t o  and  m a d e  a p a r t  
h e r e o i .  

FURTHER RESOLVED, t ha t  Reso lu t i on  No. 3102  i s  h e r e b y  a m e n d e d  by  
adding  t he  fol lowing t o  Tab l e  111 thereof :  

E l e c t r i c a l  Uti l i ty  A s s i s t a n t  1 9  $517 - 628 
F i r e  T r a i n i n g  Of f i c e r  27. 5 $782 - 950 
G a r d e n e r  L e a d m a n  23 $628 - 763  
P a r k i n g  E n f o r c e m e n t  A s s i s t a n t  1 7  $469 - 570 

FURTHER RESOLVED, t h a t  Reso lu t i on  No. 1990 and  all o t h e r  r e so lu t i ons  
in conf l ic t  h e r e w i t h  are h e r e b y  r e p e a l e d  t o  t he  ex ten t  of a n y  dupl ica t ion  or 
coni l ic t  he r ewi th .  

Dated:  J u l y  15,  1970 

I h e r e b y  c e r t i f y  that Reso lu t i on  No. 3399 was p a s s e d  and 
adopted b y  t he  City Counci l  of the  Ci ty  
m e e t i n g  he ld  Ju ly  15,  1970 by  t he  fol lowing vote:  

Ayes :  Counci lmen - E h r h a r d t ,  H u g h e s , . ~ K a t  

Noes:  Counc i lmen  - None Absent .  CounciIm+ L 

3399 



PARKING ENFORCEiMENT ASSISTAXT 

Under general  supervision,  to pa t ro l  an  ass igned a r e a  for  
the purpose of enforcing loca l  ordinances and s ta te  laws re la ted  
to the parking of vehicles;  and to do re la ted work as required.  

Operates  motor  scooter  to pa t ro l  parking m e t e r s  2r.d l imited-  
t ime  parking on City s t r e e t s  and parking lots ;  observes  ?arked. 
vehicles and i s sues  citations f o r  over t ime parking and for  other 
violatiozs of the Vehicle Code o r  City ordinances  coveri2g the 
par!<ing o r  standing of motor  vehicles;  m a r k s  t i r e s  when n e c e s s a r y  
to ascer ta in  parking violations; repor t s  damaged o r  inoperative 
parking rne te rs  traffic s ignals ,  signs and mark ings ;  advises  the 
genera! public on parking l aws ,  regulations and ordinances and 
cnecks for  pedestr ian and vehicle haza rds  such as broken sidewalks 
and pavement,  stal led vehicles,  and fallen l imbs  and re?or t s  s a m e  
t o  appropria te  City depar tments ;  receives  complaints regarding 
parking m e t e r s  and citat ions;  during inclement weather  may assist 
in record-keeping duties in  the Finance Depar tment  as assigned; 
keeps records  and p r e p a r e s  repor t s .  

DZSIRABLE QUALIFICATIOIUS: 

Knowledge 05: 
Local street names ,  location and  - city geography; 
Cor rec t  English usage,  spelling, g r a m m a r ,  punctuation, 

and vocabulary; 
City government organiza t ion  and functions. 

and 

Ability to: 
Understand, apply and explain applicable laws  and regulations 

to the public; 

using tact ,  cour tesy  and good judgement;  

cou r ses  of action; 

Deal  with the genera l  public in law enforcement  si tuations 

Analyze situations and adopt quick, effective and reasonable  

P rope r ly  operate  a three-wheel  motor  ' scooter ;  
Speak c lear ly ,  wr i t e  concise r e p o r t s ,  and maintain 

P r e s e n t  a neat appearance;  
Understand and :allow. o r a l  and wri t ten inst ruct ions;  
Es tab l i sh  and maintain cooperative. working relationships 

appropr ia te  r eco rds ;  
. .  

with the public. 



Park ins  Eniorcerzent  Assistar.: - -  I 7 

and 

Esncr ience :  
Onc year  of fu l l - t ime  paid exper ience in d i r ec t  contact  

with the public 

Eciucation: 
Equivalent to completion of the twelfth grade.  

License:  
Possess ion  oi an  appropr ia te  California ope ra to r ' s  l i c ense  

~~ 

i s sued  by  the State Depar tment  of Motor Vehicles.  



3 EFiSiT I O S  

Under  d i rec t ion ,  to  develop and a d m i n i s t e r  a c o m p r e h e n s i v e  
3rogram of i n - s e r v i c e  t r a in ing  i o r  m e m b e r s  of the  City Fire D e p a r t m e n t ;  
;o res?ond to all f i r e  a l a r m s ;  and  to do r e l a t e d  work  as r e q u i r e d .  

EXAMPLES OF DUTIES 

Schedules and conducts  c l a s s r o o m  and  f ie ld  ins t ruc t ion  and  d r i l l  
? e r i o c s  i o r  a l l  m e n  in  fundamenta i  ac t iv i t i e s  s u c h  a s  dr iv ing f i r e  
t r . x X s ,  handling a p p a r a t u s ,  pumps,  and  o t h e r  f i re- f ight ing tools  and  
equipment ;  p r e p a r e s  l e s s o n  plans  cover ing  all p h a s e s  of depar tmer , ta l  
o?e ra t ions ;  gives spec ia l i zed  ins t ruc t ion  i n  venti lat ion,  hydrau l i cs ,  
sa lvage ,  r e s c u e  work,  f i r s t  a id ,  and  r e l a t e d  top ics ;  w o r k s  with 
s n ? e r v i s o r y  p e r s o n z e l  of the  Fire D e p a r t m e a t  to  identify t r a in ing  
r.z?ds; s e r i o r m s  r e s e a r c h  s tud ies  to d e t e r m i n e  new and  approved  
f i r z - x g h t i n g  methods  and  t a c t i c s ;  eva lua tes  the  p r o g r e s s  of t r a in izg  
ac t iv i t i e s  and  p r e p a r e s  r e p o r t s  and  recommenda t ions  to  the Chief; 
? r e ? a r e s  and  a d m i n i s t e r s  examinat ions :  a s s i s t s  in  evaluating pe rsonne l ;  
t a k e s  photographs and s l i d e s  fo r  t r a in ing  p u r p o s e s ;  f u r n i s h e s  a d m i n i s -  
t r a t i v e  a s s i s t a n c e  to :he F i r e  Chief; r e sponds  to  all f i re a l a r m s ,  
and. in :he absence  o i  a h igher  author i ty ,  a s s u m e s  c o m m a n d  at  
the s z e n e  of a fire: p e r f o r m s  ful l  r ange  of f ighting dut ies  a t  the 
s c e n e  o i  a f i r e  as d i rec ted .  

.. 

DESIRABLE aUALIFiCATIONS: 

Know1ed;e of:  
Fire Depar tment  ac?ministration, s c i e n c e ,  p r inc ip les ,  p r a c t i c e s  

Fire t r a in ing  methods  and p r inc ip les ;  
U s e  and  maintenance  of f i r e- f igh t ing  equipment  and  a p p a r a t u s :  
P r o v i s i o n s  o: l a w s ,  o rd inances ,  r egu la t ions  a n d  c o d e s  

L o c a l  geography,  w a t e r  sup??y, h a z a r d s ,  a n d  o the r  condit ions 

ar.d methods  regarding f ire ?;?vention and  s u p p r e s s i o n ;  

a i iec t ing the  w o r k  of the  Fire  Depar tment :  

r e la t ing  to :ire con t ro l  in the  City of Lodi  

and 

Abil i ty - 0 :  

Ideat- iy t ra in ing needs  and  to T r e p a r e ,  schedule  and  a d m i n i s t e r  
a c s n p r e h e n s i v e  d e p a r t m e n t a l  t r a in ing  p r o g r a m ;  

Trair. m e n  and p r e p a r e  l e s s o n  plans  a n d  d r i l l s ;  
Ope raze all ty2es  of f i r e - i ion i ing  0 equipmeat  and  a p 2 a r a t u s  

and  t 3  i n s t r u c t  o t h e r s  in t h e i r  p r o p e r  use; 
Kee? r fcor r i s  and ? r e ? a r e  r e p o r t s ;  
Es tabl is i .  a7.d main ta in  coo2era t ive  working re la t ionships  

with :he ?ublic and City emp:oyees 



F i r e  Training Officer - -  2 

and 

Esner ience :  --- 
F o u r  years  experience in fire-fig!iLing and f i r e  ?revenlion 

work, including one y e a r  of superv isory  experience 
equivalent to F i r e  Ca,>tain, 

and 

Eiiiisation: 
Equivalent to comllet ion of the twelfth grade supplemented 

b y  college- level coilrses i n  f irs-fighting ,methods and 
p:ocedures. A tea- '  ,n&ng : credent ia l  issued by t n e  State 
of California t o  teach f i r e  science cou r ses  i n  junior 
colleges i s  highly des i rab le .  

License:  
Posses s ion  oi an  appropria te  California ope ra to r ' s  l i c ease  

issued b y  the State De2artment  of Motor Vehicles. 

Possess ion  of a valid -4inerican Red  Cross advanced F i r s t  
Aid Cert i i icate .  
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June 2 2 ,  1970 

Mr. Henry A. Glaves 
C i t y  Manager 
C i t y  of Lodi 
C i t y  Hal l  
Lodi, Ca l i fo rn ia  95240 

Dear M r .  Glaves 

In accordance w i t h  t h e  agreement between the  Ci ty  of Lodi and t h e  S t a t e  
Personnel Board, w e  a r e  pleased t o  submit our  f indings  and recownenda- 
t i o n s  r e l a t i n g  t o  the s i x  pos i t i ons  i n  t h e  C i t y ’ s  service which were 
r e f e r r e d  t o  our  o f f i c e  f o r  study. 

The a t tached  r epor t  conta ins  our f indings  and recommendations on each 
of t h e  p o s i t i o n s ,  together  with copies  of new o r  rev ised  class soeci- 
f i c a t i o n s .  B r i e f l y ,  our  recommendations can be s u m a r i z e d  a s  follows: 

Sa la ry  Sa lary  
Lmployee __ C l a s s i f i c a t i o n  Range Class i f icat ion Range 

Blaufus, L). Stenographer Clerk I1 16 StenograDher Clerk 111 18 
Bohnet, I). Account Clerk 16 E l e c t r i c a l  U t i l i t y  19 

Bender, K. Parks Gardener 22.5 Gardener Leadman 23 
Hunt, E. Stenographer C l e r k  I1 16 Stenographer Clerk I1 16 

‘Kneeland, L. Records Of f i ce r  24 Records O f f i c e r  2 1  
Schmiedt, L. I d e n t i f i c a t i o n  Of f i ce r  27 I d e n t i f i c a t i o n  O f f i c e r  24  

I f  w e  can be  of  f u r t h e r  s e r v i c e ,  p l ease  le t  us know. 

A s s i s t a n t  

Very t r u l y  yours  

Charles  F. Diggs 
Survey Direc tor  



FINDINGS AND RECOMMENDATIONS 

1. Mrs. Sharon Blaufus  

Mrs. Blaufus .  who p r e s e n t l y  is c l a s s i f i e d  as a S tenographer  C l e r k  11, 
r e c e n t l y  t r a n s f e r r e d  t o  a p o s i t i o n  in t h e  P u b l i c  Works Department 
t h a t  i n  t h e  pas t  h a s  been c l a s s i f i e d  as a S t e n o g r a p h e r  C l e r k  111. We 
were asked  t o  review t h e  p o s i t i o n  a t  t h i s  t i m e  to  see i f  i t  s h o u l d  
c o n t i n u e  t o  be  c l a s s i f i e d  a t  t h e  S tenographer  Clerk I11 level. 

Because of  h e r  background of e x p e r i e n c e  in t h e  DeDartment. Mrs. Blaufus  
h a s  been a s s i s t i n g  in t r a i n i n g  Mrs. Hunt,  whose work she h a s  been 
a s s i g n i n g  and checking.  The two of them h a n d l e  t h e  secretarial work 
for t h e  Department.  w i t h  Mrs. Blaufus  hav ing  p r imary  r e s p o n s i b i l i t y  
f o r  t h e  work of  t h e  D i r e c t o r  and f o r  t h e  Eng ineer ing  D i v i s i o n .  
Mrs. Blaufus  a l s o  h a s  g r e a t e r  r e s p o n s i b i l i t y  than  Mrs. Hunt in r e g a r d  
t o  c a l c u l a t i n g  c o s t s  of p r o j e c t s .  

In our judgment, 3rs. Blaufus '  p o s i t i o n  s h o u l d  be in a h i g h e r  classi- 
f i c a t i o n  than t h a t  of  Mrs.  Hunt. W e  a c c o r d i n g l y  recommend t h a t  h e r  
p o s i t i o n  be  c l a s s i f i e d  as S tenographer  C l e r k  111. 

2 .  Miss Dona L.  Bohnet -__ 

Miss Bohnet ' s  p o s i t i o n  is p r e s e n t l y  c l a s s i f i e d  as an Account C l e r k ,  
w h i c h  w e  do n o t  b e l i e v e  a c c u r a t e l y  r e f l e c t s  h e r  d u t i e s  and r e s p o n s i-  
b i l i t i e s .  W e  recommend t ha t  h e r  position b e  r e c l a s s i f i e d  t o  E l e c t r i c a l  
U t i l i t y  A s s i s t a n t .  At tached  is a proposed s p e c i f i c a t i o n  f o r  t h e  new 
class. 

We recommend t h a t  t h e  class of  Electr ical  U t i l i t y  Ass i s t an t  be  a s s i g n e d  
t o  range  19 (5517-628). T h i s  w i l l  p l a c e  i t  on t h e  same level as S e n i o r  
Account C l e r k ,  which w e  b e l i e v e  is a p p r o p r i a t e  t o  r e c o g n i z e  t h e  tech-  
n i c a l  n a t u r e  o f  t h e  j o b  and t h e  degree  of  indeDendence w i t h  which t h e  
incumbent o p e r a t e s .  Should M i s s  Bohnet l e a v e ,  w e  would recommend 
f i l l i n g  t h e  p o s i t i o n  a t  a lower level u n t i l  t h e  new employee had 
a c q u i r e d  a t  least one y e a r  of e x p e r i e n c e  and t r a i n i n g .  on t h e  job .  

3. Mr. ILaymond C. Bender 

M r .  Bender is p r e s e n t l y  c l a s s i f i e d  as P a r k s  Gardener .  In a d d i t i o n  t o  
b e i n g  t h e  t e c h n i c a l  spec ia l i s t  f o r  t h e  Dis t r ic t  on g a r d e n i n g  matters, 
such a s  s e l e c t i o n  and p r o p a g a t i o n  of p l a n t s  and s h r u b s ,  f e r t i l i z i n g .  
s p r a v t n g ,  i r r i g a t i n g .  and p run ing ,  h e  r e g u l a r l y  s u p e r v i s e s  t h e  work of  
two Park  Maintenance Men I ,  and h a s  f u n c t i o n  s u p e r v i s i o n  o v e r  s i x  
o t h e r s  a t  v a r i o u s  t imes in r e s p e c t  t o  s p e c i a l i z e d  g a r d e n i n g  work. 

IJe have been asked t o  review b o t h  t h e  c l a s s i f i c a t i o n  and t h e  salary 
of t h i s  p o s i t i o n .  We b e l i e v e  t h a t  a c l a s s i f i c a t i o n  of  Gardener  
Leadman would be  more c o r r e c t ,  and a c c o r d i n g l y  are a t t a c h i n g  a r e v i s e d  
class S p e c i f i c a t i o n .  

-1- 



We a l s o  recommend t h a t  t h e  c l a s s  be  r a i s e d  2-1/2% t o  range  23 ($628-763) 
which w i l l  p l a c e  i t  halfway between Park  Foreman and P a r k  Maintenance 
Man 111. 
o u t  a complete s t u d y  o f  a l l  p o s i t i o n s  i n  t h e  Park  Department.  

Mr. Bender b e l i e v e s  t h a t  h i s  p o s i t i o n  i s  e q u a l  i n  r e s p o n s i b i l i t y  t o  
t h a t  of  San Joaqu in  County ' s  c l a s s  o f  Nurseryman-Landscaper, which 
h a s  a s a l a r y  range  of  $679-829. 
v a l i d  t o  a t t e m p t  t o  e q u a t e  t h e  s a l a r y  of any one class in t h e  C i t y  
service w i t h  t h a t  of  any one c l a s s  i n  t h e  County service. 
i f  p r e v a i l i n g  rates are used f o r  s a l a r y  s e t t i n g  p u r p o s e s ,  t h e n  a 
l a r g e r  sample must b e  g a t h e r e d ,  r e c o g n i z i n g  t h a t  some salaries w i l l  
be  h i g h e r  and o t h e r s  lower, and t h a t  t h e  C i t y  of  Lodi  need o n l y  meet 
something n e a r  t h e  a v e r a g e  of  t h e  d a t a .  

In t h e  c a s e  of  t h e  s a l a r y  f o r  M r .  Bender ' s  p o s i t i o n ,  we  b e l i e v e  
t h a t  i n t e r n a l  r e l a t i o n s h i p s  s h o u l d  c a r r y  t h e  most we igh t .  
t h a t  o u r  proposed 2-1/2% increase can b e  s u p p o r t e d  b y  t h e  a d d i t i o n a l  
s u p e r v i s o r y  r e s p o n s i b i l i t i e s  h e  h a s  been g i v e n ,  b u t  we do n o t  r e c m e n d  
any g r e a t e r  change u n t i l  a l l  p o s i t i o n s  i n  t h e  Park  Department can b e  
reviewed. 

4. Mrs. Edna Hunt 

We do n o t  b e l i e v e  any greater increase can b e  s u p p o r t e d  wi th-  

However. we do n o t  b e l i e v e  i t  is 

T y p i c a l l y .  

W e  b e l i e v e '  

Mrs. tlunt works i n  t h e  P u b l i c  Works Department,  and is p r e s e n t l y  
c l a s s i f i e d  as a S tenographer  C l e r k  11. We b e l i e v e  t h a t  h e r  d u t i e s  are 
c o r r e c t l y  c l a s s i f i e d  a s  S tenographer  C l e r k  11. She s h a r e s  w i t h  
Mrs. Blaufus  some of  t h e  g e n e r a l  c le r ica l  work of t h e  Department.  
However, s h e  h a s  such  s p e c i f i c  a s s i g n m e n t s  as u r e o a r i n g  t h e  p a y r o l l  
f o r  t h e  S t r e e t  and O p e r a t i o n s  D i v i s i o n s ,  and p r o v i d i n g  g e n e r a l  
secretar ial  services t o  t h e  Water and Sewer D i v i s i o n ,  S t r e e t  D i v i s i o n ,  
O p e r a t i o n s  D i v i s i o n ,  and t h e  B u i l d i n g  I n s p e c t i o n  D i v i s i o n .  A t  t h e  
p r e s e n t  t i m e ,  h e r  p o s i t i o n  does  n o t  a p p e a r  t o  c a r r y  t h e  same l eve l  o f  
r e s p o n s i b i l i t y  as  t h a t  of Mrs. Blaufus .  

5. M r .  LaVerne 0. Kneeland 

Mr. Kneeland i s  c u r r e n t l y  s e r v i n g  as Records O f f i c e r  i n  t h e  P o l i c e  
Department. W e  are r e v i s i n g  t h e  class s p e c i f i c a t i o n  t o  r e f l e c t  more 
a c c u r a t e l y  t h e  d u t i e s  performed. A t  t h e  n r e s e n t  time t h e  class i s  
e q u i v a l e n t  i n  s a l a r y  t o  t h a t  of P o l i c e  O f f i c e r ,  which w e  b e l i e v e  
cannot  be suppor ted  by a comnarison of  t h e i r  r e s p e c t i v e  d u t i e s  and 
r e s p o n s i b i l i t i e s .  The Records O f f i c e r  is s u b j e c t  t o  none o f  t h e  
haza rds  of t h e  P o l i c e  O f f i c e r .  L ikewise ,  t h e  Records O f f i c e r  works 
a r e g u l a r  day s h i f t ,  Mondav through F r i d a y ,  whereas  P o l i c e  O f f i c e r s  
are s u b j e c t  t o  r o t a t i n g  s h i f t s .  F i n a l l y ,  t h e  d u t i e s  and responsi- 
b i l i t i e s  of t h e  Records O f f i c e r  are more p r o p e r l y  r e l a t e d  to  t h o s e  of  
o t h e r  o f f i c e  c l e r i c a l  and f i s c a l  c l a s s e s  t h a n  l a w  enforcement  c l a s s e s  

We a c c o r d i n g l y  recommend t h a t  t h e  class of Kecords O f f i c e r  be  assigned 
t o  salary range 2 1  ($570-693). which is 7-1/29: above D i s p a t c h e r  C l e r k ,  
25% above t h a t  of t h e  c l a s s  of P o l i c e  C l e r k  which h e  s u p e r v i s e s ,  and 
10% above S e n i o r  Account C l e r k .  
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- Mr. Schmiedt i s  serv ing  in the  c l a s s  of I d e n t i f i c a t i o n  O f f i c e r .  We 
a r e  r ev i s ing  t h e  c l a s s  s p e c i f i c a t i o n  f o r  t h i s  pos i t i on  t o  r e f l e c t  
more accura te ly  t h e  d u t i e s  performed. A t  t h e  present  t i m e ,  t h e  c l a s s  
i s  equiva lent  in s a l a r y  t o  t h a t  of Po l i ce  Sergeant ,  which w e  be l i eve  
i s  inappropr ia te .  The incumbent t y p i c a l l y  is  not  engaged i n  l a w  
enforcement a c t i v i t i e s ,  and is i n  contac t  with p r i sone r s  only when 
photographing and f i n g e r p r i n t i n g  them, or when tak ing  them t o  and 
from court .  The incumbent has  no on-going supervisory  responsi-  
b i l i t i e s  over o ther  s t a f f ,  except a s  assigned t o  assist in ga the r ing  
evidence a t  a crime scene. 

We f i n d  t h a t  i t  is  p reva i l ing  p r a c t i c e  t o  have a pos i t i on  no h igher  
i n  s a l a r y  than a p o l i c e  o f f i c e r  t o  perform the  types o f , d u t i e s  t h a t  
have been assigned t o  t h i s  pos i t i on .  We t h e r e f o r e  recommend t h a t  
the c l a s s  of I d e n t i f i c a t i o n  O f f i c e r  b e  assigned t o  range 24 
($660-801). t h e  same a s  a P o l i c e  Of f i ce r .  

-3- 



c i t y  of  Lodi J u n e  1970 

ELECTRICAL L~TILITY ASSISTANT 

DEFINITIOX 

Under d i r e c t i o n ,  t o  perform d i f f i c u l t  c le r ica l  work  r e l a t i n g  t o  
c o o r d i n a t i o n  of  j o i n t  p o l e  ac t iv i t i e s ,  c a l c u l a t i o n  of  l o a d  and power 
f a c t o r s ,  and p r i c i n g  of  work  o r d e r s ;  t o  pe r fo rm secretarial  and g e n e r a l  
c l e r i c a l  d u t i e s ;  and t o  do r e l a t e d  work  as r e q u i r e d .  

EXAMPLES OF DUTIES 

Per fo rms  r e s p o n s i b l e  c l e r i ca l  d u t i e s  i n  c o o r d i n a t i n g  j o i n t  p o l e  
a c t i v i t i e s  w i t h  t h e  P a c i f i c  Telephone Company and P a c i f i c  Gas and 
E lec t r i c  Company; v e r i f i e s  a g e  and s i z e  of  C i t y ' s  p o l e s  w i th  h e r  
records a n d / o r  t h e  t e l e p h o n e  company b e f o r e  b i l l i n g  f o r  t h e i r  i n t e r e s t  
i n  p o l e s  and anchors :  r e c o r d s  j o i n t  p o l e  i n f o r m a t i o n  on c a r d s  and on 
d i s t r i b u t i o n  maps; from P a c i f i c  Gas and Electr ic  Company bill, c a l c u l a t e s  
load  and power f a c t o r s ,  and r e l a t e d  e lec t r ica l  q u a n t i t i e s ,  by a p p l y i n g  
e s t a b l i s h e d  formula;  p r e p a r e s  monthly r e p o r t s  from work and service 
o r d e r s ;  p r o v i d e s  f i n a n c e  depar tment  i n f o r m a t i o n  t o  a d j u s t  sys tem ' s  
p l a n t  v a l u e  and e lec t ica l  i n v e n t o r y ;  m a i n t a i n s  monthly budge to ry  and 
i n v e n t o r y  r e c o r d s  for t h e  depar tment ;  p r i c e s  e l ec t r i ca l  work and service 
o r d e r s ;  r e c o r d s  i n f o r m a t i o n  from w o r k  o r d e r s  o n t o  d i s t r i b u t i o n  maps: 
shows d e p r e c i a t i o n  on t r a n s f o r m e r  c a r d s ;  Derforms r o u t i n e  d r a f t i n g  
on sys tem d i s t r i b u t i o n  maps; t v p e s  let ters,  c o n t r a c t s ,  r e p o r t s ,  fo rms ,  
c a r d s ,  and b i d  documents; p r e p a r e s  p a y r o l l  f o r  t h e  depar tment ;  t a k e s  and 
t r a n s c r i b e s  d i c t a t i o n .  

DESIRABLE QUALIFICATIONS 

Knowledge o f :  
Terminologv regardinp,  methods,  equipment ,  materials,  and 

Office methods ,  p r o c e d u r e s ,  and equipment.  
p o l i c i e s  of t h e  e lec t r ic  depar tment ;  

and 

A b i l i t y  to :  
Make a r i t h m e t i c a l  c a l c u l a t i o n s  r a p i d l y  and a c c u r a t e l y ;  
Main ta in  s t a t i s t i c a l  and f i n a n c i a l  r e c o r d s ;  
Analyze s i t u a t i o n s  a c c u r a t e l y  and adop t  a n  e f f e c t i v e  

Learn ,  i n t e r p r e t ,  and app ly  d e p a r t m e n t a l  p o l i c i e s  and 

Take r e s p o n s i b i l i t y  and u s e  good judgment i n  r ecogn iz ing  

Compose correspondence i n d e p e n d e n t l y ;  

c o u r s e  of  a c t i o n ;  

r u l e s  : 

scope of a u t h o r i t y ;  



E l e c t r i c a l  U t i l i t v  Ass i s t an t  - 2 

Take and t r a n s c r i b e  shorthand d i c t a t i o n ;  
Type a t  a speed  of not  less than 50 words pe r  minute. 

and 

ExDerience: Three years  of increas ingly  respons ib le  c l e r i c a l  experi-  
ence in a pos i t i on  involving maintenance of s t a t i s t i c a l  o r  f i s c a l  
records,  p r i c ing  of work o r  purchase orders .  o r  r e l a t e d  a c t i v i t i e s .  
A minimum of one year  experience with a u t i l i t y  company is requi red  
Applicants  without t h i s  one y e a r ' s  s p e c i f i c  experience should b e  
h i r e d  i n  an appropr ia te  lower l e v e l  class u n t i l  such experience 
can be obtained.  

and 

Education: Equivalent t o  completion of the twe l f th  grade. 



C i t y  of Lodi J u n e  1970 

GAKUENER LEADMAN 

DEFINITION 

tinder d i r e c t i o n ,  t o  s u p e r v i s e  and p a r t i c i p a t e  in t h e  s k i l l e d  
ga rden ing  program of t h e  C i t y ;  and t o  d o  r e l a t e d  work as r e q u i r e d .  

EXAMPLES UF DUTIES 

In a l e a d  c a p a c i t y ,  s u D e r v i s e s  and p a r t i c i p a t e s  i n  t h e  p r o p a g a t i n g ,  
t r a n s p l a n t i n g ,  c u l t i v a t i n g .  tr imming, s p r a y i n g ,  f e r t i l i z i n g ,  p r u n i n g ,  
and water inR of trees. s h r u b s ,  and f l o w e r s ;  p r e p a r e s  soil f o r  sowing 
s e e d s ;  i n s p e c t s  p l a n t s  for insects  and d i s e a s e s  and sees t h a t  t h e y  
a r e  p r o p e r l y  wa te red ,  c u l t i v a t e d  and s p r a y e d ;  i n s p e c t s  lawns and 
e s t a b l i s h e s  or al ters  f e r t i l i z e r  and i r r i g a t i o n  programs deDending on 
t h e  p a r t i c u l a r  needs  of e a c h  area; s u p e r v i s e s  and p a r t i c i p a t e s  in t h e  
p r e p a r a t i o n  and p l a n t i n g  of new lawn areas; p l a n s  and a d v i s e s  on t h e  
p l a n t i n g  and remodeling of f l o w e r s  and s h r u b b e r y  beds  i n  p a r k s  and 
around C i t y  b u i l d i n g s :  p r e p a r e s  r e q u i s i t i o n s  f o r  c u r r e n t  and  y e a r l y  
s e e d ,  p l a n t ,  i n s e c t i c i d e ,  f u n g i c i d e ,  and o t h e r  ga rden ing  s u p p l i e s ;  
works w i t h  t h e  Park S u p e r v i s o r  in p l a n n i n g  s c h e d u l e s  f o r  t h e  construc- 
t i o n  of new p a r k s ;  o p e r a t e s  s l u d g e  s h r e a d e r  a t  sewage d i s p o s a l  p l a n t  
i n  p r e p a r i n g  t h e  f e r t i l i z e r  n e e d s ;  m a i n t a i n s  and makes r e p a i r s  t o  
h o s e s ,  t o o l s  and equipment;  may o p e r a t e  l i g h t  t r u c k s  t o  h a u l  r u b b i s h  
and s u p p l i e s .  

DESIKABLE QUALIFICATIONS 

Knowledge o f :  
P r i n c i p l e s  and methods of  g e n e r a l  ga rden ing .  w i t h  p a r t i c u l a r  

r e f e r e n c e  t o  t h e  p r o p a g a t i o n ,  p l a n t i n g ,  t r a n s p l a n t i n g ,  
and care of f l o w e r s ,  trees. and s h r u b s ;  

P l a n t  c u l t i v a t i o n ,  i r r iRa t i on ,  s p r a y i n g ,  and f e r t i l i z a t i o n ;  
P l a n t  d i s e a s e s  and p e s t s :  
P l a n t  i n s e c t  and d i s e a s e  c o n t r o l ;  
Soil p r e p a r a t i o n ;  
Gardening t o o l s  and equipment.  

and 

A b i l i t y  to :  
Apply t h e  p r i n c i p l e s  and methods of s k i l l e d  g a r d e n i n g  work; 
T r a i n  and s u p e r v i s e  t h e  work of h e l p e r s :  
Understand and c a r r y  o u t  o r a l  and w r i t t e n  d i r e c t i o n s :  
E s t a b l i s h  and maintain c o o p e r a t i v e  working r e l a t i o n s h i p s .  

and 
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Experience: Four years of increasingly responsible experience i n  
gardening, nursery, or greenhouse work. 

and 

Education: Equivalent to completion of t h e  t w e l f t h  grade. (College 
training i n  hort icul ture  may b e  subst i tuted  f o r  the required 
experience on a year-for-year b a s i s . )  
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IDENTIFICATION OFFICER 

J u n e  1970 

DEFINITION 

Under Reneral s u p e r v i s i o n ,  t o  perfoxm t e c h n i c a l  d u t i e s  i n  t h e  photo-  
graph ing  and f i n g e r p r i n t i n g  of  p r i s o n e r s ;  t o  p r e p a r e  and f i l e  c r i m i n a l  
c o m p l a i n t s ,  and t a k e  p r i s o n e r s  t o  and from c o u r t ;  and t o  do r e l a t e d  work 
as r e q u i r e d .  

EXAMPLES OF DUTIES 

Photographs  and f i n g e r p r i n t s  p r i s o n e r s  and o t h e r  i n d i v i d u a l s  for 
i d e n t i f i c a t i o n  p u r p o s e s ;  c l a s s i f i e s  and f i l e s  f i n g e r p r i n t s  r e c o r d s :  f i l e s  
a l l  c r i m i n a l  compla in t s  w i t h  t h e  l o c a l  c o u r t  of t h o s e  p e r s o n s  i n  cus tody  
or t h o s e  t h a t  have b a i l e d :  does  follow-up on l o c a l  arrests t h a t  have  
been t r a n s f e r r e d  t o  S u p e r i o r  Cour t  t o  o b t a i n  d i s p o s i t i o n s  and t o  complete  
c r i m i n a l  f i l e  and arrest r e c o r d :  t a k e s  p r i s o n e r s  from C i t y  j a i l  t o  c o u r t .  
and m a i n t a i n s  p roxress  r e c o r d s  on i n d i v i d u a l  cases; s u p p l i e s  c o u r t  w i t h  
arrest  r e p o r t s ;  remains i n  c o u r t  d u r i n g  p r o c e e d i n g s :  t a k e s  charge  of  a l l  
photography.  p l a s t e r  casts,  and f i n g e r p r i n t s  t a k e n  a t  crime scene .  
d i r e c t i n g  t h e  work of any o t h e r  o f f i c e r s  a s s i g n e d  t o  assist; d e v e l o p s  
a l l  n e g a t i v e s  of  p i c t u r e s  t aken .  

LICENSE 

P o s s e s s i o n  of an a p p r o p r i a t e  C a l i f o r n i a  o p e r a t o r ' s  license i s s u e d  
by t h e  S t a t e  Department of Motor Veh ic les .  

DESIRABLE QUALIFICATIONS 

Knowledge o f :  
Methods invo lved  i n  t h e  c o l l e c t i o n .  p r e p a r a t i o n ,  and 

p r e s e r v a t i o n  of p h y s i c a l  ev idence :  
P o l i c e  s c i e n c e  w i t h  p a r t i c u l a r  reference to criminal i d e n t i -  

f i c a t i o n  p r o c e d u r e s ,  i n c l u d i n g  f i n g e r p r i n t i n g  and 
photography;  

and custody:  
C r i m i n a l  law w i t h  p a r t i c u l a r  reference t o  aporehens ion ,  arrest,  

Kules  of  ev idence ,  s e a r c h ,  and s e i z u r e .  

and 
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A b i l i t y  to: 
Write c l e a r  and comprehensive r e p o r t s ;  
Analyze s i t u a t i o n s  and apply departmental r u l e s  and regula-  

Exercise control over p r i sone r s  e f f e c t i v e l y ;  
U s e  and maintain c r iminal  i d e n t i f i c a t i o n  f a c i l i t i e s ;  
Es t ab l i sh  and maintain cooperat ive working r e l a t i o n s h i p s ;  
Operate a typewri ter .  

t i o n s  e f f e c t i v e l y ;  

and 

Experience: O n e  y e a r ' s  experience a s  a P o l i c e  O f f i c e r ,  p re fe rab ly  
inc luding  or supplemented by experience or t r a i n i n g  in c r imina l  
i d e n t i f i c a t i o n  work. 

and 

Education: Equivalent t o  completion of t h e  w e l f t h  grade. 
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RECORDS OFFICER 

DEFINITION 

Under general  supervision.  t o  supervise  and assist i n  t h e  process-  
ing  and maintenance of p o l i c e  records and f i l e s .  i nc lud ing  t h e  com- 
p i l a t i o n  of s t a t i s t i c a l  r e p o r t s ;  t o  assist i n  t h e  p repa ra t ion  of t h e  
departmental budget and i n  t h e  maintenance of budgetary records ;  and t o  
do r e l a t e d  work as required.  

EXAMPLES OF DUTIES 

Assists i n  determining departmental budgetary needs f o r  coming yea r  
and in prepara t ion  of budget; c l a s s i f i e s  and pos t s  accounts payable 
invoices  t o  proper accounts; supe rv i ses  and assists i n  f i l i n g  and obtain-  
ing  requested document6 and information from f i l e s ;  prepares  departmental  
payrol l ;  p repares  purchase orders  and r e q u i s i t i o n s ;  con t ro l s  and i s s u e s  
supp l i e s  t o  d iv i s ion  heads; compiles consol idated d a i l y  r e p o r t s ,  includ-  
i n g  c l a s s i f y i n g  da ta ;  superv ises  and assists i n  t h e  cornoilation of 
s t a t i s t i c s  and o the r  information f o r  t h e  var ious  arrest, crime, and 
accident  r epor t s ;  d e l i v e r s  outgoing m a i l ,  i n t e r o f f i c e  documents, and 
revenue from b icyc le  l i c e n s e s  and photocopying t o  Finance Department; 
a c t s  i n  l i a i s o n  capaci ty  with Ci ty  Pound f o r  c i t i z e n ' s  complaints.  

DESIRABLE QUALIFICATIONS 

Knowledge of:  
Off ice  procedure6 and p r a c t i c e s .  inc luding  f i l i n g  systems 

Budgetary p r a c t i c e s ;  
Methods and purposes of p o l i c e  record-keeping a c t i v i t i e s ;  
Basic organiza t ion  and opera t ions  of a p o l i c e  department. 

and l e t te r  and r epor t  w r i t i n g ;  

and 

A b i l i t y  to: 
I n t e r p r e t  and apply laws, r u l e s ,  and r egu la t ions ;  
Coordinate a p o l i c e  department records system. and t o  

Compile accura te  s t a t i s t i c a l  records and t o  compose clear 

Es tab l i sh  and maintain cooperat ive working r e l a t i o n s h i p s ;  
Type a t  a speed of 35 n e t  words a minute from clear o r  

superv ise  i t s  opera t ion;  

and concise  r e p o r t s ;  

rough copy. 

and 
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Experience: Three years of general c ler ica l .  business. o r  record- 
keeping work, one year of which must have been in a c i ty  
police department or comparable law enforcement organization. 

and 

Education: Equivalent to completion of the twelfth grade. 


